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DART IT
DUTLUING EHERGENCY PLAN

General Instructions and Duties

BUILLUING: Administration BUILDING WARDEN: 25X1A

ROOM:
(s1ternate Room}

ASST, BUILDING WARDEN:

700

PURPOSES
To organize and instruct building occuparts in order to afford the maximun
degree of self-protection and sclf~assistarce both during and following an
air raid.

PEASONNEL INVO!

)0 IN PLAN:
+, BUILDING WARDEN ORGANIZATION

1, DBuilding Warden

5, hAgsistant Building Jardens
3, Floor Wardens

i, Shelter Werdens

5. First Ald Teams

6, Fire Fighting Teams

7. licssengers

B. PLRSONNEL
LLARM:

There is installed in the tdmnistration Building an interior horn-type
air raid alsrm., This alarm will be activated from the indivicdual building
and will also be comected to a central control point for simultaneous alert-
ing, This alarm system 1S in addition to the present fire alarm systen.

FUNCTIONS AND DUTI=S

BUTLDLNG WARDENS ANDU ASSISTANTS:

a, Develop and maintain on & currert basis an Air Haid Plan for his
building,.
% P

b, Desiznate a Building Jordents E@%dd&%rters‘or Control Station with
the nscessary persomel and facilities [or dirscting the Air Raid Plan--radio
telephone, Bullding Plan, etCe : o
NFIDENTIA&
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InforiEsica

Ce Appoint Assistant Buildiﬁg; Wardens as needed to assist in the direction
of the Air Haid Plan,

d, Appoint amnd supervise the training of sufficiernt Floor Wardens, Shelter
wardens and such Deputies and Assistants as ray be needed,

e, Organize and have trainsd a Mirst Aid Team and establish a first aid
area properly identiiied by signs and equipped with first aid supplies,
(May be arranged through the Medical Office,)

f. Dstablish a Fire Fighting and Rescue Squad and a messenger service,
{Refercnce = GSA Memorandum 1 Novermber 195%i)

ge Oelect the safest areas in the bullding to serve as shelters for the
occupants in case of emergency and designate with sppropriate sizns, Provide
with stand-by emergoney equipment, Assistance of the CIA Safety Officer may
be obtained in determining Shelter Areas, {(Reference ~ GSA Memorandum
30 November 151, Page 2, Building Analysis Schedule, From 122, )

h, Plan for the orderly movenert of all occupants to shelter areas and
indicate proper routes by standard signs. {See attached sample. Requirements
for all signs may be forwarded to the CIA Safety Officer,)

i. Arrance Jor the control of mechanical services such as elevators, light-
ing facilities, water shut~off valves, ete,

Jo Visitors are the responsibility of the person whom they are visiting,

FLOOR @AHUZNS

Under the direction of the Building Warden he shall:

&, Inmow the layout of his floor, all vital services thereon and plans
for evacgations,

b. Know the location of the shelter area, the route thereto and in
emergency, dlrect all people on his floor to that shelter,

C. Designate individmals to assist any physically handicapped personnel,

de DBe able to command respect of all in order to prevent panic during an
SMErHENCY .,

e, After chscking all persons off his floor to the shelter, advise the
Building Warden and assums additional duties as directed,

Sec!!‘ !y Information

\ s GoNFIDENTIAQ
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yytel 10n_

SHALTER WARDENS:

2, At the first warning proceed to the shelter area and check emergency
equirmert, (Fire Extgs., Radios, etc.)

b, Help direct persomnel intc shelter area and maintain order,

c. Give instructions to persomncl for personal protection. (See gencral
instructions under Persomel.)

d., Render assistance to “he Building Warden, First Aid Teams, rescue
dquads or wherever neeued,

F1aST ATD TEAMS:

(Attend Agency First Aid Training Course)
a. Admimister first aid within the building where needed,

b, Maintain first aid equipment at a pre-arranged safe location properly
des’ignated by the standard Civil Defense sign.

¢, Arrange for moverent of injured to shelter area or to nedical evacua-
tion point il treatment is required.

d. Render any additional assistanc# to Building Warden, fire fighting
teams, etc. as needed,

Fiiw FIGHTING AND RESCUS iSQUADS:

2. Shall be train:d in firc fighting techniques,

b. Becom: fariliar with all water lines, [ire hoses, fire extinguishers
and check frequentiy for proper oparation,

c. Respond to locations of fires as directed by the Building Warden and
atterpt to extinguish fires with building fire sppliances and equipment,

d, Fill sinks, emergency buckets, etc,, with water.
e, Help transport injured persons to first aid station,

f, Become familiar with light rescue work and maintain tools for wire
cutting, timber cutting, opening jarmed doors, etc,

g. Render any assistance as directed by Building Warden,
1253 NBERS 3

a, To be assigned to the Building Control Station to carry messages and
to be aveilable in the svert other comurﬂ.caticm fail,

C’ONFIDLNTIAL
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POHSOMNEL:  (GENERAL)

L. ACTION TO BE Taksl uvuING WORKING HOURS:

1. With previous wsrning:

a, Upon hearing the air raid sirven proceed irmediately to
securs all classified material,

b, Closz: =211 windows and doors and lower bl:.nus to lassen
effects of flash and {lying glass. !

c. Take all coats, nats, etc., and proceed to air raid shelter
area 88 girocted by your {loor warden, }

de Keep calm »~ don't panic and rergin in shelter area until
given further instructions. 3
e, A4ssist injured or aid in any way you are iﬁ@’oructed.

N

2, wWithout previous waraings

a2, 4t the first indication of a blinding flash, {all to the
floor against a wall, under a desk or bereath arything which will serve
as a shield from the heat and vlast, .'{

b. Cover all exposed skin areas, especially eyes and do ot
abtterpt to look 2t the blast, AN

¢. Try to protect se¢lf from flying glass, debris and falling
timbers., A

4, After blast, try to reasch your shelter area and oher
assistance where needed,

e, Remain indoors until given instructions to venture outside
the building,. \

B. APTER WORK HOUL3:

& If’ at home when attack co.es, take all members of the fard_ly to
the basenent,

' et
b, Take cover ncar an exterior wall, away from any windows if
possible awl use blankets, tableg or any type cover to protect yourself,

Ce Keep a [lashlight, waber, radio and some first aid equipment
handy.

de Remain indoors until given instructions by your Civil Defense
suthorities to venture outside, DUon't use telcohonss unless absolu“tely

nECesSary, ,
qnﬁﬁTDEﬁTl&B

Securi y}lni‘omﬁa’cion
—_L-
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8, If uninjured, give assistance to yourilocal Civil Defernse
~“arden in caring for injurec, fighting fires, etc.
f. I outside when attack occurs, throw yourself in a ditch
and cover exposed narts of the body, Get in a doorway if possible or
aiywhere to shield yourself from hsat and blast,

@, Heport to irst aid station as soon as possible,

2

-

-~ -
-

Securi’l!!!orma’oion
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3 v 1nformation

25X1A
ONFIDENTIIAL

MESSENGHERS

BUTLDING:
BUILDING WAl

WM 11

{ALTEANATE ]

1ding will be the basersnt corridor to

The Shelter Area for the bul

the right and left of the stairway. The Control Center will be Hoom 1l.

The First Aid Station will be the Executive hRegistry Hooma

Secuﬂmbn
c ONF IDM
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